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C 0 u-c I L C O M M U N I C A T i J N  

TO : THE CITY COUFICIL 
FROM: THE CITY MANAGER'S OFFICE 

COUNCIL MEETING DATE 
December 21, 1988 

SUBJECT: ADOPT RESOLUTION APPROVING CLASS SPECIFICATIONS AND SETTIMG SALARY RANGE FOR 
T H E  POSITIOFI' OF PERSONNEL ANALYST 

PEEPARED BY: City  Manager 

RECOPIMEMDED ACTION: That the Ci ty  Council au thor ize  the add i t ion  t o  the 
work fo rce  of the pos i t ion  o f  Personnel Analyst, and 
approve the c l a s s  s p e c i f i c a t i o n  and s a l a r y  range f o r  
same. 

, BACKGROUND INFORMATION: A t  i t s  regular  meeting of November 2 ,  1988, the Ci ty  
I Counci 7 heard a recornmenda t i  on f o r  a mid-year s t a f f  

add i t ion  i n  the Personnel Department. The a t tached 
Counci 1 Comifiunication (Exhibi t  1) sets f o r t n  the 

j u s t i f i c a t i o n  f o r  t h i s  new pos i t ion  of Pe!*sonnel Analyst. The Council deferred 
act ion a t  t h a t  meeting t o  become more f a m i l i a r  w i t h  the personnel opera t ion 
p r i o r  t o  making i t s  decis ion.  Mid-year s t a f f  add i t ions  a r e  e: t raordinary .  
Normally, requested new pos i t ions  a r e  brought t o  the Ci ty  Council only as p a r t  
of the budgetary process. T h i s  s i t u a t i o n  is  unusual. As mentioned i n  the 
at tached Counci? Communication, when we launched the recrui tment  f o r  a new 
Personnel Director we advised the Ci ty  Council t h a t  one of the f i r s t  assignments 
of the person hired wcluld be t o  eva lua te  the e x i s t i n g  opera t ion and s t a f f  and 
then recommend apprcpr ia te  ac t ion  where a t t e n t i o n  was needed. 

T h i s  pos i t ion ,  i f  approved, w i l l  r ep resen t  the f i r s t  add i t ion  t o  the 
professional  s taff  i n  the personnel opera t ion s i n c e  the o f f i c e  was es tab l i shed  
21 yea rs  ago. A t  t h a t  time, the C i t y ' s  work f o r c e  numbered 226. Today i t  
s tands  a t  367, an inc rease  o f  62%. During the same period,  the C i t y ' s  
population has grown from 27,000 t o  50,000, an inc rease  o f  85%. Population 
growth t r a n s l a t e s  to  heightened a c t i v i t y  i n  the personnel o f f i c e  i n  the form of 
more requests  f o r  job opportunity information and g r e a t l y  increased responses t o  
adver t i sed vacancies, p a r t i c u l a r l y  ent ry- level  p o s i t i o n s .  I n  add i t ion ,  the 
personnel administrat ion funct ion has become inc reas ing ly  more complex than i t  
was two decades ago. Silch a reas  a s  a f f i rma t ive  a c t i o n ,  equal oppor tuni ty  
employment, employee r i g h t s ,  t e s t  v a l i d i t y ,  the Peace Officers Procedural B i l l  
of Rights,  an emerging body o f  civi l  r i g h t s  law, and o the r s  ei ther d i d  not  exist 
then, o r  were given f a r  less formal a t t e n t i o n .  In f a c t ,  the 
Meyers-Millias-Brown Act which p u t  i n  p lace  the requirement f o r  negot ia t ing w i t h  
employees on wages, hours and o t h e r  terms and cond i t ions  of employment was not  
i n  effect  when this o f f i c e  was es tab l i shed .  While the A s s i s t a n t  C i t y  Ylanager i s  
the C i t y ' s  ch ie f  nego t i a to r ,  the personnel o f f i c e  has the r e s p o n s i b i l i t y  f o r  the 
day-to-day adminis t ra t ion of the six memorandums of  understand 
cons tan t ly  i n  place. 
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The present turn-over rate i n  City employment i s  9% which equates t o  33 
full-time positions which m u s t  be f i l l ed  annually. I n  addition, the Ci ty  
Council authorized s taf f  increases of 14 positions i n  1987-88 and 16 i n  
1988-89. A t  the present time the City has 18 authorized unfilled positions. 
The Personnel Director i s  devoting full-time t o  f i l l i ng  these vacaiicies which 
takes her away from the primary purpose of t h a t  position which i s  t o  develop and 
saintian a totally professional personnel operation. 

By the time of this City Council meeting, the Council will have had the 
opportunity t o  hear a s taf f  presentation on t h i s  subject a t  the "Shirtsleeve" 
session of Tuesday, December 20, 1988. Staff will be prepared t o  answer any 
questions Councilmembers may have and t o  present whatever a d d i t i o n a l  information 
n i g h t  be requested. 

Respectfully submitted, 

TAP : b r  

Attachments 

COUNC484 

Thomas A. Peterson 
City Manager 
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C O U , . C I L  C O M M  U N I C A T  1 3  N ' EXHIBIT 1 

TO: THE CITY COUNCIL 
FROM: THE CITY MANAGER'S OFFICE 

COUNCIL MEETING DATE 
NOVEMBER 2 ,  1988 

SUBJECT: ADOPT RESOLUTION APPROVING CLASS SPECIFICATIONS A N D  SETTING SALARY RANGE FOR 
THE POSITIOW O F  PERSONNEL AiiALYST 

PREPARED BY:  City bianager 

RECOMMENCED ACTION:  T h a t  the Ci ty  Council authorize the a d d i t i o n  to the 
work force of the p o s i t i o n  of Personnel Analyst, and 
approve the class specification and salary range for  
same. 

BACKGROUND INFORMATION: We have been aware f o r  some time t h a t  the City's 
personnel office was understaffed. However, for  
various reasons we decided t o  postpone the request 
for additional staffing. A t  the time we launched the 

recruitment f o r  a new Perscnnel Director we advised the Ci ty  Council t h a t  one of 
the f i r s t  assignments of the person hired would be t o  evaluate the existing 
operation and staff and then recommend approprizte action where attention was 
needed. The attached memo (Exhibit A )  prepared by the Assistant City Manager 
summarizes the situation a t  this  point and supports the recommendation t h a t  th is  
position b e  approved a t  this  time. Also  attached (Exhibit 6 )  i s  a copy o f  the 
recommended class specifications. The Assistant City Manager's memo presents 
the recommended cont ro l  p o i n t  based on supervisory differential .  This results 
i n  a f i rst- step total Compensation of: 

A B C D E 
$2,241 $2,353 $2,470 $2,594 2,724 

Included i n  the attached memo are the results of a survey of nine valley c i t i e s  
i n  which the number of analysts i n  each c i ty  i s  l is ted.  The analyst positions 
are i n  addition t o  the departnent head (Personnel Director) position. I agree 
w i t h  the Assistant City Manager's sentiment t h a t  such a request should be 
considered as p a r t  o f  the overall budget review process. However, I don't 
believe i t  to be i n  the City's best interest  to wai t  until t h e n .  Such a 
schedule would mean t h a t  we would not have th i s  f i l l ed  until about  a year from 
now. Filling this position now will provfde a level of service t o  which j o b  
a p p l i c a n t s ,  employees, retired employees, department heads and the public i n  
generat are entitled. 

City Council approval o f  this new position will add significantly to  the 
eff icient  operation of this important segment of the City's organization. 

Respectfulfy submi t ted,  

Thomas A. Peterson 
City Manager 

TAP : br  
Attachments 

COUNC464 
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M E M 0 R A N D U I4 __-____-____------- 
_-I-___--__-------- 

TO : City Manager 

FROM: Assistant C i ty  Manager 

DATE: October 13,  1988 

SUSJ: Addi t ion  o f  Personnel Analyst 

We have known f o r  some time t h a t  the s t a f f i n g  in the Personnel Office is  
inadequate. The decision was made no t  t o  add additional professional s t a f f  
until  we had a better idea of how the s ta f f  w i J J  b e  used and the functions t o  be 
performed. 

Joanne Narloch has now been on board  f o r  two r'ionths; much of t h a t  time has  been 
spent with department heads to  determine the services which need t o  be performed 
t o  meet their  needs and reviewing thi!  polices and procedures i n  the personnel 
operation. The major  deficiency Joanne has identif ied,  and one t h a t  we a l l  
suspected, i s  t h a t  we have no formalized personnel policies and procedures, 

There is  currently no pocition control system i n  place. Our  recruiting and 
selection procedures have provided a generally h i g h  qua1 i t y  work force. 
However, we have not followed legal guidelines and have r u n  the r isk of 
v i o l a t i n g  laws relative t o  equal employment opportunities. A policy needs t o  be 
dev 

In the area of discipline our record i s  less t h a n  s t e l l a r .  Joanne is now 
providing guidance i n  handling such actions as the need arises. 

"seat o f  the pants" operation. 

on requesting and conducting classif icat ion studies and procedures. 

We have no performance appraisal system; records are kept manually or using the 
word processor; employee and supervisory training i n  the areas of sexual 
harassment, discrimination, affirmative action, discipline, etc. are not  being 
addressed. 

I n  addition t o  the ongoing duties Of administering and directing personnel 
functions, there i s  an immediate Reed t o  develop and write a se t  of modern day 
personnel rules and a personnel policy and procedures manual and t o  begin the ' 

proccss o f  automating the personnel functions. 
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There i s  a cr i t ica l  need for  a n  additional professional level s t a f f  person t o  
work i n  the area of recruitment, select ion,  c lass i f ica t ion  and affirmative 
action. I recognize th is  should be handled a s  a budget request in the next 
budget. However, we need t o  begin u p g r a d i n g  th i s  c r i t i c a l  area now. 

We have surveyed staffing levels and sa l a r i e s  in other personnel off ices.  
resul ts are sumnari zed be1 ow. 

The 

City 
================== 

. Chico 

. Modesto . Redding . Roseville 

. Stockton 

. Tracy 

. Vacaville 

. Visalia . West Sacramento 
================== 

Per Number 
of Enrpl oyees 

268 
940 
560 
485 

1,400 
250 
320 
400 
205 

_ _ _ _ _ _ _ _ _ - - -  _ _ _ _ _ _ - _ _ _ _ -  

_ _ _ _ _ _ _ _ _ _ _ -  ______- -__- -  

Salary 

2,983 
93,418 

2,475 
2,760 
3,355 
2,798 
2,642 
3,418 
2,817 

________-_  ___-_-__ -- 

_____--....-- _ _ _ _ _ _ - _ _ -  

This averages one analyst per 241 employees. 
budgeted positions. 

The City of Lodi now has 357 

An external comparison of these same c i t i e s  shows the mean salary t o  be 
$2,916.00. I have trouble with the small number of positions surveyed and 
prefer t o  use internal al iyments.  The d i f ferent ia l  between department heads 
and the i r  assistants  is  between 70 and 75%. 

72.7 . Community Development Director - Chief Building Inspector . Finance Director - Assistant Finance Director 73.1 . Parks & Recreation Director - Recreation Superintendent 69.3 
- Chief Civil Engineer 70.3 . Public Works Director 

Attached is  a proposed class specification f o r  a Personnel Analyst. A salary 
level equal t o  71.5% of the Personnel Director control p o i n t  would be $2,724 per 
month.  T h i s  salary is  near t h a t  o f  the Accountant I1  position Mich has the 
same education and experience c r i t e r i a .  

Assistant Ci ty  Manager 
JLG: b r  

Attachment 

-. 
AC MM EM68 



RESOLUTION NO. 88-174 

A RESOLUTION OF THE LODI CITY COUNCIL 
APPROVING CLASS SPECIFICATIONS A N D  SETTING SALARY RANGE 

FOR THE POSITION OF PERSONNEL ANALYST 

RCSOLVED, t h a t  the City Council of the C i t y  of todi  does hereby 
approve c l a s s  spec i f i ca t ions  f o r  the pos i t ion  of Personnel Analyst ,  a s  
shown on E x h i b i t  A at tached hereto  and thereby made a p a r t  hereof. 

BE IT FURTHER RESOLVED t h a t  the Ci ty  Council of the Ci ty  of Lodi 
does hereby e s t a b l i s h  the s a l a r y  range f o r  Personnel Analyst a s  follows: 

A B C D E 

$2,241 $2,353 $2,470 $2,594 $2,724 

I herebv c e r t i f y  t h a t  Resolution No. 88-174 was passed and 
adopted by the Ci ty  Council of the Ci ty  of Lodi i n  a r egu la r  
meeting held December 21, 1988 by the following vote:  

Ayes : 

Noes : Council Members - None 

Absent: Council Members - None 

Council Members - Hinchman, Olson, Reid, Snider and 
:rid Pinkerton (Mayor) 

i&k. b& 
Alice M. Reimche 
Ci ty  Clerk 

88-174 
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Novgnber 29, 1988 

PERSONNEL ANALYST 

DEFINITION : 

Under the general direction of the Personnel D i r e c t o r ,  to perform 
professional prsonnel work i n  a variety of areas inc1udi.q 
recruitment and selection, labor relations, classification, salary 
adninistration, training, k se f i t s ,  affirmative action, employee 
assistance, mrkers' campensation, and to perfom other related mrk 
as required. 

DISTINGUISHING cHAR4cTERISTICS : 

This is a journey-level class and performs technical personnel m r k ,  
1ncun-kent.s of this class are expected to carry out their assignments 
without detailed instructions or guidance. 
be independently responsible for particular duties for which 
guidelines have been established - 

Inctanbents are expected to 

SUPERVISION RlXEIvED AND EXERCISED: 

Receives general direction f m  the Personnel Director. 

May exercise indirect supervision over assigned clerical personnel. 

MAMPLES OF DUTIES: 

Duties may include, but are not limited to, the following: 

Plans and coordinates recruitments; develop job announcements and 
supplemental questionnaires, advertises jobs through various media 
forms; and accepts and screens qlope!!t  application materials. 

Develops, administers and scores examinations; establishes eligibility 
lists. 

\ 

Interviews candidates and chairs qualifications appraisal panels. 

Provides infoanation and interpretation regardhg City personnel 
rules, regulations and procedures. 

Performs job audits and analyses of individual positions, classes, and 
series of classes. 

W r i t e s  classification specifications, examination documentation, and 
other reports as assigned. 

Conducts salary and fringe benefit surveys, 
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Respnds to ir?quiries ( written and t-erbal) regarding salary, 
benefits, and classification issues. 

Provides staff assistance relating to 1-r relations. 

Assists in developing and providing in-house training and coordinating 
t r a in ing  programs. 

Works w i t h  departments on perscnnel problems, staffing needs,  and 
interruption of prsonnel policies and procedures. 

Prepares correspndence. 

Inputs and retrieves data fran canputer system. 

perfolms other related duties as assigned. 

QUALIFICATIONS: 

Knmledge of: 

Princiules arid techniques of recrUitm=nt and selection of personnel 
including job analysis, t e s t  develo-it , and valiclation methodolqy. 

Applicable Federal and State laws arid regulations. 

EZrTployee relations and d isc ip lb .  

Interviewing theory and practices. 

M e a d s  used in the developnent and administration of position 
classification and ccanpensation plans. 

FundaTnental principles and practices of public personnel 
administration. 

current trends in personnel administration- 

~ethcds of basic statisti 

Legislation pertaining to equal e9nploymnt and affirmative action 
pr0grL.E. 

Ability to: 

Analyze, collect, and interpret data and utilize it in writing clear 
and concise reprts. 

Perform job audits and write class specifications, 

Interpret and apply rules and regulations, 



E s t a b l i s h  and maintain effect ive working relationships with departmnt 
o f f i c ia l s ,  employees, and the public. 

Exprience and Education: 

Any ccmbht ion  equivalent to experience and education that would 
l ikely provide the required knowledge and abilities would be 
qualifyjr,g. A typical canbination is: 

Experience: 

One year of exprience performing professional level perSOnne1 mrk. 

Education : 

A Bachelor's degree fm an accredited college or university w i t h  
major course m r k  i n  public administration, political science, 
business administration, or a closely relzted f ie ld .  

PERSANAL/TXTA. 04P 


